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PROFESSIONAL PROFILE
Experienced administrative and financial professional with a strong background in school finance and office administration. I have practical experience in managing petty cash, debtor accounts, suppliers, procurement, uniform and school-related sales, as well as processing receipts and deposits. I work accurately, am highly organised, and perform effectively under pressure. I have a solid understanding of the unique requirements of school financial processes and administration.

KEY SKILLS
· Grade 00 / Pre-Primary Education 
· School Administration & Front Desk Management 
· Parent, Staff, and Learner Communication 
· Student Records & Data Management 
· Debtors Control & Procurement 
· School Event Planning 
· Classroom & Behaviour Management 
· Teamwork & Management Support 
· First Aid, Fire & Safety Compliance 
· Highly organised and accurate in financial administration 
· Ability to work under pressure and meet deadlines 
· Strong proficiency in Afrikaans and English for professional communication 
· Practical experience in school-based financial processes and administration 
Financial and Administrative Skills:
· Management and reconciliation of petty cash 
· Processing of receipts, payments, and deposits 
· Administration of debtor accounts, including payments and recordkeeping 
· Handling financial documentation related to learner applications 
· Administration of printing and copying costs and funds 
· Processing and reconciliation of payments for school activities (e.g. photography and printing) 
Procurement & Supplier Management:
· Coordination of purchasing processes, including obtaining quotations from multiple suppliers 
· Maintaining supplier accounts and relationships with vendors and stores 
· Processing and follow-up of school-related purchases 
School Operations & Revenue:
· Administration of school uniform and clothing sales 
· Maintaining financial records with accuracy and accountability 
· Liaising with staff, parents, and suppliers regarding payments and accounts 

WORK EXPERIENCE
Midstream College Pre-Primary – Pretoria
Receptionist / Administrative Officer
March 2023 – Present
· Manage reception and serve as the first point of contact for parents, staff, and visitors 
· Handle all enquiries with discretion and professionalism 
· Maintain accurate learner records and administrative documentation 
· Responsible for debtor control, procurement, and processing of cash and card payments 
· Provide administrative support to the Principal and management team 
· Organise school functions and special events 
· Liaise with suppliers and external stakeholders 
· Appointed Fire and Safety Leader 
· Strong working knowledge of D6 / Principal Primary systems 

Raslouw Primary & High School – Pretoria
Grade 00 Teacher
October 2020 – February 2023
· Planned and presented engaging, play-based lessons 
· Created a structured and inclusive classroom environment 
· Monitored and documented learner development 
· Managed classroom behaviour effectively 
· Maintained regular communication with parents 
· Involved in extracurricular activities (Hockey coaching, Mini Chess) 
· Supported school administration and policy implementation 

Little Footsteps Pre-School – Pretoria
Grade 00 Teacher
February 2020 – October 2020
· Planned daily lessons and activities for 3–4-year-olds 
· Managed classroom organisation and behaviour 
· Supervised teaching assistants 
· Completed reporting and administrative duties 

EDA Recruiting – Pretoria
Au Pair (Part-time)
June 2020 – July 2020
· Provided care and supervision for two primary school learners 
· Assisted with homework and daily routines 

Park West Gallery – International
Art Consultant
January 2019 – October 2019
· Worked on international cruise ships (Royal Caribbean & Carnival Cruise Lines) 
· Delivered professional client service and presentations 
· Handled administration, sales, and inventory control 
· Developed strong communication and interpersonal skills 
· Adhered to strict safety and company procedures 

Laerskool Voorpos – Pretoria
Primary School Assistant (Aftercare, Part-time)
April 2019 – June 2019
· Supervised learners during aftercare activities 
· Supported teachers and learners 

Child Day Care
Assistant (Part-time)
October 2018 – December 2018
· Assisted with daily routines and care of young children 

Wag ’n Bietjie Campsite
Facilitator (Part-time)
September 2017 – August 2018
· Planned and facilitated activities 
· Worked with groups and families in a structured environment 

EDUCATION
University of Pretoria
BA in Humanities
Hoërskool Pretoria-Noord
National Senior Certificate

COURSES & TRAINING
· First Aid & Firefighting 
· Child Abuse Awareness 
· Grade R & Play-Based Learning (PLAYSA) 
· Diversity and Crisis Management Training 

LANGUAGES
· Afrikaans – Fluent 
· English – Fluent
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